
Background Check System (BCS)

Go-live June 26, 2018



Definitions in BCS

• Entity – The APS office submitting a 
background check.  

• Applicant – An individual who is the subject of 
an APS investigation.

OR

A potential APS employee completing a 
background check authorization form (BAF).



On June 26, 2018 

BCS will replace the old BCCU system used to 
run background checks 



Access to BCS

• Late June 25 and early June 26, users will be 
invited via email to activate their BCS User 
profiles.

• The email will include instructions for accessing 
BCS along with a registration key.

• Additional instructions will be sent for adding 
other users
– Note at the time of Go live, BCCU will have to add any 

DSHS.wa.gov email address users.  There is a known 
defect that popped up that the team will address 
shortly after go-live. 



Entity Process
(Individual Under Investigation)









APS Home Screen



Submit a New Request

Help tools



View Final Results



Result letter PDF

• Any sources used to 
determine the final 
result will be attached 
on pages 2, 3, etc…



• Searching will only looks for information that has been saved in BCS 
starting June 26th forward.  

• Searching will not return historic information.   

Search Functionality



Notes Functionality
*APS Has mentioned in the past that they won’t have their staff use this feature.  That is an 

internal decision and will need to be covered in internal trainings.



Notifications
• When results change, BCS indicates these 

changes with a red !
• Click on the small envelope icon to open Entity 

Messages screen
• Click on the Link in the Subject Column to open 

additional text regarding an inquiry.



Applicant Process
(Potential APS Employee)



The Applicant: 

Can access and complete an online background 
check authorization form (BAF) from their own 
computer, tablet, or smart phone.



Transforming Lives



Transforming Lives

Phone Number is a Required Field

Mailing Address is a Required Field
- BCCU will mail the applicant a copy 

of final Review Required and 
Disqualifying result letters 



Transforming Lives

If the applicant says “yes” to 
having other names, additional 

fields open 
allowing the applicant to type 
in additional first, middle, or 

last names.



Transforming Lives



Transforming Lives

Help Tools are built in throughout the 
form to assist the applicant when 

providing their personal information.

Clicking on the small “?”

Opens a new window 
with Helpful Information



Transforming Lives

Applicant is asked to indicate they are the 
person named above, and have provided 

complete and truthful information.  

Once the applicant checks the box 
indicating they have provided 

complete information they proceed 
to the Electronic Signature process.



Transforming Lives

Once the applicant checks the “I Agree”  
box and typed in their name, they’ll 
click here to complete the process.



Transforming Lives

The system generates a confirmation 
code and presents the applicant with the 
ability to email their confirmation code 

to three email addresses.
The applicant’s personal information is never sent 

via email using this feature.

Applicant’s also have  the option to generate a 
PDF of their information.  They can then save 

or print this document.



The Applicant: 

Can still complete a paper BAF, sign it, and 
provide it to the requesting entity.

The requesting entity conducts the data entry 
and submits the request to BCCU. 

This is not the recommended process because it is inefficient 
and is more susceptible to data entry errors.  



Entity Process
(APS State Employees)



Prior to accessing the system

• Each entity must identify a Primary Account 
Administrator for your account number. 

– This person should have already preregistered for 
BCS. 

• This individual will help you to get access to 
BCS when it goes live on June 26. 







Select Your Account



Transforming Lives

Entity Home page Users with access to more than one account 
click here to switch between accounts

Search results default to showing 
those inquiries in a “Finished” and 

“Needs Action” status.The first time someone logs into their 
account there will be no Inquiries displayed 

because nothing has been saved to BCS.



Transforming Lives

Submitting a New Request
Online Authorization Form:
• Applicant provides the requesting 

entity with their Confirmation Code 
and Date of Birth 
• This process will vary by office

• Requesting Entity Employee enters 
information in the fields provided 
and clicks Retrieve Applicant 
Information

Paper Authorization Form:
• Applicant Provides their signed 

Paper Authorization Form to the 
requesting entity

• Requesting Entity Employee clicks 
on the link to Manually Enter 
Applicant Information and 
Conducts the data entry.



Transforming Lives



Transforming Lives



Transforming Lives

Retrieving/Viewing Results

Click on the last name to view 
Background Check Summary



Transforming Lives

Background Check Summary

Link to Final Result letter



Result letter PDF

• Any sources used to 
determine the final 
result will be attached 
on pages 2, 3, etc…



Notes Functionality
*APS Has mentioned in the past that they won’t have their staff use this feature.  That is an 

internal decision and will need to be covered in internal trainings.



Notifications
• When results change, BCS indicates these 

changes with a red !
• Click on the small envelope icon to open Entity 

Messages screen
• Click on the Link in the Subject Column to open 

additional text regarding an inquiry.



Transforming Lives

Search Functionality

System defaults to show 
those inquiries in a 

“Finished” and “Needs 
Action” status type.

• Search Functionality only looks 
for inquiries saved or submitted 
in BCS.

• No Historic information is 
included in the search.



Transforming Lives

Each column of the grid is sortable



Transforming Lives

Other Search Functionality

• The search functionality searches only for those 
inquiries that have been saved and or submitted 
through BCS.  

• Search functions do not return historic inquiries 
processed prior to BCS (June 22, 2018)

• Searching only searches inquires saved/submitted 
under the account you are logged in under

• Searching does not search across 
entities/accounts



Go-Live
Tuesday, June 26, 2018



Blackout Period
June 21 through June 25

There will be no background check system to 

run background checks 



BCS users may have different roles assigned to 
them for each entity they have access to. 

Each User is required to have their own unique 
individual account when accessing BCS..

An office will not be allowed to have a central 
account that all users user to access BCS.

User Roles



Primary Account Administrator (PAA)

• The PAA identified for each account number 

WILL ASSIGN ACCESS TO OTHER USERS AT THE 
TIME OF GO-LIVE

• PAAs will be invited to register their accounts 
on or just before, June 26

– An email will be sent to each registered PAA with 
instructions for activating their profile

– Instructions will follow for adding other BCS 
users



PAAs can do the following: 

– Provide access for other entity users (this is important 
to rollout because PAAs will grant access to BCS for 
other users with the same account number(s) who will 
complete background checks). 

– Assign user roles

– Remove access for other users 

– Monitor users

– Submit Background Checks to BCCU

– View submitted inquiries

– Receive results from BCCU

– View received results



Other BCS User Roles
All BCS roles are limited to seeing only the information/data associated with the accounts 
they have been granted access to. If a user has access to one account, you will only see the 
information associated with that account. Users can be assigned access to multiple 
accounts but you will only see information for one account at a time.

Oversight Program Roles

Oversight Users are required to be a DSHS employee, meaning they have an assigned 
dshs.wa.gov email address

 Oversight Administrator User
– Manage Entity and Oversight Users

– Monitor users (Oversight level or lower)

– Search/View Results

– Pull Administration/Division/Oversight/Program level reports

 Oversight Reviewer User
– Search/View Results

– Pull Administration/Division/Oversight/Program level reports



Entity User
- Submit checks to BCCU
- Receive results from BCCU
- View submitted inquiries
- View received results including FBI Rap 

Sheets (if allowed)

 Entity Submitter
- Submit checks to BCCU
- View submitted inquiries

Other BCS User Roles, Cont’d

Entity Account Roles:
 Account Administrator (Primary AA)

- Submit checks to BCCU

- Receive results from BCCU

- View submitted inquiries

- View received results including FBI Rap 
Sheets (if allowed)

- Provide access for other users (Account 
Administrator (AA)* level or lower)

- Assign user roles 

- Remove access for other users (AA level or 
lower)

- Monitor users

- Pull Entity/Account level reports

All accounts must have an identified and assigned Primary Account Administrator 
(PAA) before an Entity User or Submitter can be granted access to submit 
background check requests for that account.



Actions



Plan Ahead

• Identify now any Renewal or New Hire 
background checks needed in the second half 
of June and the first half of July
– Get them submitted, or hold off until June 26  

• Join the BCCU listserv to get updated 
information on the rollout, training, and other 
system news:
– https://www.dshs.wa.gov/fsa/background-check-

central-unit/bccu-listserv

https://www.dshs.wa.gov/fsa/background-check-central-unit/bccu-listserv


Plan Ahead, Cont’d

• Visit the System Website Frequently for rollout 
updates and system news

– www.dshs.wa.gov/bcs

• Training Materials have been posted!

• Identify all dshs.wa.gov BCS users and their 
roles and send a list to Beth Elder

http://www.dshs.wa.go/bcs


Beth Elder
BCS Project Implementation Lead, TSD

BCS Website:

www.dshs.wa.gov/BCS

BCS Email: 

BCSProjectInformation@dshs.wa.gov

http://www.dshs.wa.gov/BCS
mailto:BCSProjectInformation@dshs.wa.gov


Thank you!

And many thanks for your continued patience 
and understanding throughout system roll out 
as we all experience the bumps and challenges 

that go with implementing a new system.


